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Agency 
Hagerstown 

Division/Unit 
Community Development 

Item No Description Retention 

1 Public services: various public service programs such as food 
resources, parent-child center, housing counseling, smoke 
detectors, statistical summary for various food bank programs, 
recipient information 

Hagerstown redevelopment authority (HRA) minutes and 
agenda 

Correspondence: copies sent, copies of forms sent 

Houses to purchase: listing of houses the city is considering 
purchasing, rehab estimates, photos, total rehab costs, selling 
price, offering price 

Commercial and mixed use photographs of various projects, 
before and after 

Agreements with MD state agencies, MHRP, DH&CD, home, 
lead paint grant 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Permanent. Transfer 
periodically to the Maryland 
State Archives 

Retain for three (3) years , then 
destroy. 

Retain until updated or 
superseded, then destroy 

Retain until no longer required, 
then destroy 

Destroy material having no 
further Legal, Administrative, 
Fiscal or Operational value. 

Approved h ~ ' ' ~ - - ~ -

Date 

Signature 

Type 

Title 

GeorgiAnn N. Breichner 

City Clerk 

Schedule Authorized by State Archivist 

Date IDEC3 » » 

Signature 
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7 Investor owned forms: various forms, income guidelines, 
construction fact sheet, renter certifications, addendum to 
lease 

Retain until updated or 
superseded, then destroy 

8 Single family information: various forms, appraisals, 
brochures, interview checklists, applications 

Retain until updated or 
superseded, then destroy 

9 State loans (MD Housing Rehab Program) 
-contains but not limited to: correspondence, loan approval 
notice, insurance requirements, closing checklist, application, 
settlement statement, copies of deed 

Retain for life of loan, plus three 
(3) years, then destroy 

10 State loan programs information files 
-contains but not limited to: correspondence, newspaper ads, 
mortgage information, brochures, state policies for use of 
state funds, cash receipts programs, blank forms 

Retain until updated or 
superseded, then destroy 

11 General files: HUD handbooks, programs guide, 
correspondence, relocation of information, tax returns, copies 
of invoices 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

12 Current projects 
-contains but not limited to: correspondence, verification of 
utility payments, applications, sales agreements, promissory 
notes, appraisal reports 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 



13 Loan request; special loan programs 
-contains but not limited to: applications, credit history, W2 
and earnings summary, appraisal reports, site maps 

Retain for life of loan, plus three 
(3) years, then destroy 

14 Misc files 
-contains but not limited to: copies of P.O., invoices, 
correspondence, public information handbooks, handwritten 
notes, financial reports 

Retain for three (3) years, then 
destroy. 

15 Community block grant general files: various forms, 
regulations, laws, applications, copies of the federal register, 
circulars, audits, quarterly reports, letters of credit, 
correspondence, cost allocation plans, funding requests, 
statements 

Destroy material having no 
further Legal, Administrative, 
Fiscal or Operational value. 

16 Hagerstown Redevelopment Program 
-contains but not limited to: policy manuals, agenda minutes, 
revolving loan authority, proposed regulations 

Retain until updated or 
superseded, then destroy. 
(Minutes are maintained in Item 
2) 
Retain for life of loan, plus three 
(3) years, then destroy 

17 Loan files - HUD rehabilitation loan program 
-contains but not limited to: agreements, property contracts, 
estimates, insurance declarations, statement of accounts, 
release of original mortgage, check copies, mortgages, 
redevelopment program checklist, inspection form 

Retain until updated or 
superseded, then destroy. 
(Minutes are maintained in Item 
2) 
Retain for life of loan, plus three 
(3) years, then destroy 

18 Duplicate personnel files maintained for dept reference Destroy when no longer required 

19 Five Year Consolidated Plan & Annual Action Program 
-contains but not limited to: provider surveys, summary of 
statutory changes, instructions for developing and completing a 
plan, performance report, fair .housing contracts, fair housing 
committee 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

20 Grant performance reports: Grant Performance Reports (GPR) 
and Consolidated Annual Performance & Evaluation Reports 
(CAPER)- Correspondence, activity summary, HUD form 
4949-2 shows monies expended by period, activity name 
status. 

Retain for five (5) years after the 
grant year and until all audit 
requirements have been fulfilled, 
then destroy. 
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